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A. Becoming Familiar with Bill Components
This step is listed to help familiarize you with where to locate a bill (invoice) in Billing as well as the bill
components.

NAVIGATION: Main Menu > Billing > Maintain Bills > Standard Billing
1. The Bill Entry page will display.
a. Enter Business Unit: “JUD##".
b. Click the Search button to display a list of Bills in the system.
c. Click on a bill line to open the details associated with that Bill and Payment.

oOoRACLE

Favorites Main Menu > Billing » Maintain Bils > Standard Biling

Worklist |  MultiChannel

Bill Entry

Enter any information you hawve and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Value

~ Search Criteria

Business Unit: [ |JUD23 Q
Invoice: begins with - | O\
Bill Status: = - -
Customer: begins with - | QU
Contract: begins with |
Bills in Business Unitt = | aQ
Template Invoice Flag: = - -
[ case sensitive
Clear Basic Search = Sawve Search Criteria
Search Results
Miewr All First E7)| 1-20 of 50 [l Last
Business Unit Inwoice Invoice Type Bill Type ldentifier Bill Status Bill Source |(Customer |Contract Bills in Business Unit Template Invoice Flag
JUDZ3 0001135290 |Regular BUS New Bill |REGISTER |JUDZ3 1400000821 | JUDZ3 No
JUDZ3 0001135289 |Reqular BUS New Bill |REGISTER |JUDZ3 1400000520 | JUDZ3 No
JUDZ3 0001135288 |Reqgular BUS New Bill |REGISTER |JUDZ3 1400000815 | JUDZ3 No
JUDZ3 0001135287 |Reqular BUS New Bill |REGISTER |JUDZ3 1400000818 | JUDZ3 No
JUDZ3 0001135286 |Regular BUS New Bill |REGISTER |JUDZ3 1400000817 | JUDZ3 No
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2. The default Header — Info 1 page will display and shows general information about the bill.
a. Click the Header — Order Info option from the Navigation drop down list.

ORACLE

Home | Worlist | MultiChannel Console | Addto Favorites |  Signout

Favorites ' Main Menu > Biling > MaintainBils » Standard Biling

(& New Window [/ Personalize Page I@[ hitp
Header-Info 1 [T

Unit: Jun23a Invoice: 0001135290 Pretax Amt: 0.00 UsD
Status: NEW Q. Invoice Date: 041042014 F  CyclelD: DALY Q
“Type: BUS O Source: REGISTER Q ‘“Frequency: Once I

*Customer: Junz3 Q  SubCusti: : SubCust2: I:I

Worcester County Circuit Court

“Invoice Form: IWQ From Date: ’751: To Date: Iiﬁ!:

Accounting Date: 0410472014 B PpayTerms: IMMED C, Pay Method: Cash - B
Remit To: car @ Bank Account: ’2370\

Sales: 23-00-00 C, Bill Inquiry Phone: Q

Credit: W @ collector: WQ

Biller: DEFAULT @, Billing Authority: DEFAULT Q

Go to: Header Info 2 Address Copy Address

Naotes Express Entry
Summary Bill Search Line Search Navigation: Header - Info 1

Page Series
Prev Next

po—
A

Acctg - AR Offset 7
Acctg - Deferred Rev Dist
|[@) Save | [\RetumtoSearch || |PreviousinList F|MextinList |[]Metify |} Refiesh Acctg - InterUnt Payables |[FyAdd | |Update/Display
Acctg - Rev Distribution
Header - Info 1] Ling - Info 1 Accty - Statistical Info
Acctg - Unbilled AR

Acctg- InterUnit Explnv
Address Info

Courtesy Copy Addr
Disc/Surcharge
Disc/Surcharge Distribution
Disc/Surcharge Deferred
Header - AR Distribution
Header - Info 1
Header - Info 2
Header - Misc Info
Hegge 2
<] Header

m

_ o

- Order Info
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3. The Header — Order Info page will display.
a. Review the following information:
i. Contract: = Original Receipt Number
ii. Case Number: = case number (displays on Parent item only, not all linked items.)
iii. PKSlip No: = Treasury Code
iv. PO Ref: = Register Name/Number
b. Click the Line - Info 1 tab to review the Charge Code, bill amounts, etc...

Note: If changes are needed to the Charge ID - The Table: field = “ID” is very important.

ORACLE’

Favarites MainMenu 5 Biling > MaintainBils : StandardBiling

Worklist MultiChannel Console | Add to Favorites |

LE New Window M Personalize Page

Header - Info 1 Header - Order info (@K
Unit: Jup23 Bill To: Jup23 Pretax Amt: %i0.00 usD
Invoice: 0001135250 Worcester County Circuit Court

—
|BC‘3’5‘ \ Freight Terms: Q

[1200000921

Case Number: |23C1 300051\
001234

Contract Type: li
OM Bus Unit: lio\ ;
Order Na: Iio\ Sold Lac: liQ
Order Date: [ Ship To: [ a
Ship Bus Unit; [ ] Ship Lac: [ a
Ship ID: [ ]

Goto: Header Info 2 Address Copy Address
Notes Express Entry —
Summary Bil Search Line Search Navigation: Header - Order Info - rev Next

[ Save | [iReturnto Search 1 |Previous inList 4 Mextin List  [Z7]Motify  r}s Refresh [FaAdd | ' |Update/Display

Header - Info 1 | Header - Order Info | Line - Info 1
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4. The Line — Info 1 tab will display.
a. Click the Accounting link at the bottom of the page to see the accounting breakout.
b. Increase the Max Rows, if necessary, to see all Bill Lines. Bill lines should be even in number.
Example, if you show “1 of 5” bill lines, increase Max Rows to e.g., 10 then click the single down
arrow to refresh your bill lines. In this example, the lines increased to 8. The View All link can be
used to view all bill lines, which should include allocations and payments.
c. Use the Next in List and Previous in List buttons to navigate through the bills.

ORACLE

Hems | Woeorkiist |  MultiChannel Console
Favorites | Main Menu 3 B'llllng 3 Maintzin Bl s Standard Eiling

Header - Info 1 m

(& Mew Window

Unit: JuDza Bill To: JuDz3 Pretax Amt: 0.00 UsSD Lo
Inwoice: 0001135288 ‘Worcester County Circuit E = @ Ed @
Court

Bill Line
Identifier Look Up Date: D4/04/:20142) [ [=
Seq: 1 Line: ’—I Net Extended: 2000
Table: IFQ Identifier: [ucs-1102 O, Description: [CV Filing Fee-New Case
Guantity: 1.0000 From Date: =
Unit of Measure: EA Q To Date: )
Unit Price: lm Line Type: IFQ .ﬂmcunulate
Gross Extended: I—Eﬂﬂﬂ Tax Code: Iic'\ Ta.x Exempt
Less Discount: 0.00 Exempt Cert | =
Plus Surcharge: 0.00
Net Extended: 80.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 80.00
Go to: Line Info 2 Tax Accounting Discount'Surcharge
Summary Bill Search Line Search Hawigation: Line - Info 1 v |Prev Mext

(@ Save | |LLRetum to Search Elnmify 44 Refresh [FyAdd | | Update/Display

Header - Info 1 | Line - Info 1
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B. How To Look-up a Charge Code

This step is listed to help familiarize you with where to locate the Revenue Allocation for a specific
charge code.

NAVIGATION: Main Menu > Set Up Financials/Supply Chain > Product Related > Billing Setup >
Charge Code

1. The Charge Code search criteria page will display.
a. SetlID: Enter JUDxx for your batch county
b. Billing Charge ID: Enter the full charge code id or a portion.
Or
c. Description: change to Contains: Enter a portion of the Charge Code description
d. Select the Charge Code link.

Charge Code

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value
~ Search Criteria

SetiD: = - @mj
Billing Currency: begins with |USD

P —
Billing Charge ID: begins with Rcs-1@

Description: begins with - |

a
Q@

DIncIudeHistur'_.r DtorrectHismr'_.r "] case Sensitive

Search || Clear |Basic Search [§] Save Search Criteria

Search Results

View All First [4] 1ef1 [¥] Last
S5etlD Billing Currency Billing Charge ID Description | Unit of Measure List Price
JUD02 USD RC5-1181 BL Annapolis EA a
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2. The Charge Code page will display.
a. To locate the Revenue Code there may be one or more listed. If you are entering this
charge code on a bill, you will need to add Revenue Distribution lines for each Revenue
Code to equal the 100% distribution or if the allocation is a fixed amount then add a
Revenue Distribution row for each fixed amount item.
b. Each percent number will need to be added to the Revenue Distribution page on the
bill’s accounting page also.

In the example below: RCS-1181 for JUDO2 has 3 Revenue Distribution codes. Each one of these codes

will need to be added to the Acctg — Rev Distribution page to accurately complete the allocation for this
charge code.

SetlD: Jupoz Currency: JsD Charge ID: @

B Find | View Al First K 4 o4 I Last
*Effective Date: 010111951 Status: Adve v =
*Unit of Measure: E List Price:

*Description: BL- Mnapolu

BL - Local Lic Costs/Penalties - 0202
Long Description:
Revenue Distribution Code: Q. *Revenue Recognition Basis: Invoice Date M
*Bill Type Identifier: Lc Q Local Disbursement:
Tax Group: Q_ Transaction Type: Billing and Payment \
VAT Group: @, Transaction Sub Type: MNone A\

Revenue C.des -

Description

Allocation Basis

RO20105460 | Q R020105460 Percentage Allocation = [=]
020105466 Q RO20105466 Percentage Allocation =]
R022709588 Q R022709588 Percentage Allocation = (=]

Disburseme.t Code~ Personalize | Find | = | # First 4] 10f1 )| Last
Line  *Distribution Code Description Allocation Basis Percent Allocation
1/|D022709511  Q D022709511 Percentage Allocation 92.0000 E
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C. Using Copy Single Bill

This step is providing a new way for entering a Bill, by using the Copy Single Bill function. This function copies
over everything from the original EXCEPT, the Invoice Date and Accounting Date. This function only allows you
to copy a bill from the current fiscal year. [Ex. If the current Fiscal Year is FY2015 (07/01/2014 through
06/30/2015) you may not copy a bill from 06/30/2014, which was Fiscal Year FY2014]

NAVIGATION: Billing> Maintain Bills> Copy Single Bill
Use the Copy Single Bill process to copy the (Reverse Revenue) Bill just created.

1. The Copy Single Bill page will display.
a. Contract: Enter the Receipt number to find the Bill to copy.
OR
b. Invoice: Enter the Invoice number you want to copy from
c. Click the Search button to display search results.
i. Search results should include Bill Type = “JBC”, Bill Source = “ONLINE”, Contract =
Receipt number.
d. Select the bill from the list.

Copy Single Bill

Enter any information you have and cick Search. Leave fields blank for a list of all values.

= Search Criteria

Business Unit: = |J|_|D[|2 o
Invoice: begins with | =

Bill Status: = - -
Customer: begins with | 3
Contract: begins with (2212926

D Case Sensitive

Search Clear Basic Search =] Save Search Criteria

Search Results

View All First Al 1-4afd O Last

Business Unit Invoice Invoice Type Bill Status Bill Type |dentifier| Bill Source Customer Contract

JUD0Z2 0000472522 Regular Canceled |[BAD OHMNLIME 1000028185(22128928

JUD0Z2 0000472521 Regular Mew Bill [IBC OHMNLIME JUDDZ 2212928

JUD0Z2 0000471801 Regular Inwoiced @ OHMNLIME JUDDZ 2212928

JUD0Z 0000381527 Regular Inveiced (BUS REGISTER/JUDDZ 2212928
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2. The Copy Single Bill page will display.
a. Select Bill Action section, select the “Copy Bill” radio button.

b. Copy Results section, notice Copy Bill is set to “NEXT” (this will automatically assign a new bill)
c. Click the Save button at the bottom of the page to copy the bill.

Copy Single Bill
Unit: JuDo2 Bill To: Jupo2 Anne Arundel County Circuit Court
Invoice: 0000991367 Invoice Amt: 0.00 usD

Select Bill Action Copy Results

) No Bill Action

*Copy Bill: INEXT

&ReimioSeudi 41| Previous in List 47| Nextin List [+] Notify

d. The new Bill number and navigation link are displayed after the page saves.

Copy Single Bill
Unit: Jupo2 Bill To: JuDo2 Anne Arundel County Circuit Court
Invoice: 0000991367 Invoice Amt: 0.00 usb
Select Bl Acton
© o Bl Action *Copy Bill: 0000985431 C_GoToBilHeater-Gen.nfo
() copy Bill

e. Click the Go To Bill Header — Gen. Info link. This will take you to the Header — Info 1 tab within
the bill.

NOTE: Remember to Enter Current Date in the Invoice and Accounting Date fields as they are
blank on the new bill.
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D. Running District Court Monthly Revenue Reports
1. Mon Rev Details Dist Crt (R1)

NAVIGATION: Main Menu > Maryland Judiciary > Reports > Mon Rev Details Dist Crt (R1)

1. The Mon Rev Details Dist Crt (R1) Run Control page will display.
a. Enter a Run Control — Search if needed using the “Find an Existing Value” tab or create a new
one by selecting the “Add a New Value” tab and enter a Run Control ID (e.g.: “Reports”).
2. Onthe Mon Rev Details Dist Crt (R1) page, complete the following run control settings:
a. Business Unit: Enter “JUD##”, where ## is your 2-digit county code.
b. Fiscal Year: Enter the current 4-digit fiscal year.
c. Period: Enter the 2-digit fiscal month, (e.g. July = 01, August = 02, etc.).
3. Click the Save button.
4. Click the Run button.

Fawgrites | Main Menu > Maryland_Judiciary > Reports > Mon Rew Detaills Dist Crt (R1}

Mon Rev Details Dist Crt (R1)
Run Control 1D: reports Report Manager Process ru10nit0®
Language: English -
Report Reque st Parameters
~Business Unit: |[JUDS2 |Gy
~Fiscal Year [ 2014]

*Period |10 Please enter period like ex O1

L Return to Search | |+E] Prewious in List | | +[=] Mest in List =1 Motify

5. Onthe Process Scheduler Request page, the AOCDISR1 Process Name will be selected.
6. Click the OK button.

Favgrites Main Menu > Marylandvjudiciary > Reports > Mon Rev Details Dist Crt (R1)}

Process Scheduler Request

User ID: lauren.smith Run Control ID: reports
Server Hame: - Run Date: WE}
Recurrence: - Run Time: ’W Resetto Current Date/Time
Time Zome:| @
Process List
Select Description Process Hame Process Type Mype *Format Distribution
District Court Rev Detail R1 ADCDISRA SOR Report Web - PDF - Distribution

=
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7. Onthe Mon Rev Details Dist Crt (R1) page, the Process Instance number below the Run button indicates
processing has begun; click the Process Monitor link.

8. Onthe Process List page, click the Details link of the completed AOCDISR1 process (i.e., Run Status =
“SUCCESS” and a Distribution Status = “POSTED”).

9. Onthe Process Detail page, click the View Log/Trace link to select and view the PDF report of the
parameters specified in step B.2

Report ID:AQCDISRE1 DISTRICT COURT OF MARYLANTD Page No: 1
BU:JUD56 Fiscal Year: 2014 Month: JUN Monthly revenue Detail (R-1) Date: 08/29/2014
Date Treas Total Fine&Ceost CICF/VCF CICF V.C.F VWPR Local SUBABUSE MLSC Transcript
Code Deposit 7503 7506 7518 7521 7523 7530 7531 7537 7707
56010 56340 56320 56330 56350 56250 56731 56370 56010
02-JUN-2014 002054 28859.50 2485, 51.00 140.00 204.00 15.00
03-JUN-2014 002085 2541.50 2264, &0.00 105.00 112.00
04-JUN-2014 002056 2715.50 2273. 33.00 2B0.00 114.00 15.00
05-JUN-2014 002057 £47&.10 5855, 102.00 3B5.00 102.00 30.00
06-JUN-2014 002058 5187.00 44895, g4 .00 3B5.00 208.00 15.00
05-JUN-2014 002059 5104.00 4123, B7.00 105.00 T74.00 15.00
10-JUN-2014 002080 4£97.00 4282, 111.00 175.00 114.00 15.00
11-JUN-2014 002061 3799.00 2890. 54.00 175.00 €80.00
12-JUN-2014 002062 7&597.00 7042, 95.00 318.00 242.00
13-JUN-2014 002063 3854.00 3321. 36.00 3B5.00 122.00 30.00
15-JUN-2014 002064 3609.00 3114. 45.00 205.00 230.00 15.00
17-JUN-2014 002085 T4£5.00 ET730. 162.00 420.00 156.00
18-JUN-2014 002066 31E6.50 2700. 48.00 210.00 178.00 30.00
19-JUN-2014 002067 €614.50 6191, 13z.00 140.00 136.00 15.00
20-JUN-2014 002068 4350.00 3aza. 113.00 175.00 234.00
23-JUN-2014 002069 40B3.50 3452 . &3.00 210.00 3Z8.00 30.00
24-JUN-2014 002070 ZSEL.0Q 2733, 33.00 70.00 130.00 15.00
25-JUN-2014 002071 3049.00 2464, 21.00 420.00 144 .00
26-JUN-2014 002072 B&B9.50 7987. 174.00 2B0.00 188.00 &0.00
27-JUN-2014 002073 4554.50 3522, 66.00 420.00 186.00
10-JUN-2014 002074 4&650.50 4150. 48.00 175.00 232.00 45.00

** Total ** 98268.60 8631

District Court Monthly Rev Detail (R-1)
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2. DC-Monthly Fines & Costs

NAVIGATION: Main Menu > Maryland Judiciary > Reports > DC-Monthly Fines & Costs

1. The DC-Monthly Breakdown Fines and Costs Run Control page will display. Previously known as the R2 report.
a. Enter a Run Control — Search if needed using the “Find an Existing Value” tab or create a new
one by selecting the “Add a New Value” tab and enter a Run Control ID (e.g.: “Reports”).
2. Onthe DC-Monthly Fines & Costs page, complete the following run control settings:
a. Business Unit: Enter “JUD##”, where ## is your 2-digit county code.
b. Fiscal Year: Enter the current 4-digit fiscal year.
c. Period: Enter the 2-digit fiscal month, (e.g. July = 01, August = 02, etc.).
3. Click the Save button.
4. Click the Run button.

Favc;rites MainvMenu = Marylanvaudiciary = Repvorts > DC-Monthby Fines & Costs

DC-Monthly Breakdown Fines and Costs

Run Control ID:  EOM Report Manager Process Monitor

Language: English -
Report Request Parameters
*Business Unit: |JUD52 O

*Fiscal Year| 2014

*Period |07 Please enter 2 digit period (01-12)

=] Notify | EbAdd | |5 Update/Display |

5. Onthe Process Scheduler Request page, the AOCDISR2 Process Name will be selected.
6. Click the OK button.

Favorites Main Menu > Maryland_]udiciary > Reports > Mon Rev Details Dist Crt (R2)

Process Scheduler Request

User IDx lauren.smith Run Control ID: reports
Server Name: - Run Date: |05/05/2014 E
Recurrence: - Run Time: ’W Resetto Current Date/Time
Time Zone: liq
Process List
Select Description Process Name Process Type *Type *Format Distribution
Rev. Summary R2 Report. ADCDISR2 S0OR Report Web -~ PDF ~ Distribution

=
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7. Onthe DC-Monthly Fines & Costs page, the Process Instance number below the Run button indicates

processing has begun.
8. Click the Process Monitor link.

9. Onthe Process List page, click the Details link of the completed AOCDISR2 process (i.e., Run Status =
“SUCCESS” and a Distribution Status = “POSTED”).
10. On the Process Detail page, click the View Log/Trace link to select and view the PDF report of the

parameters specified in step C.2.

11. Confirm the totals of this report equal the sum of the Fine&Cost (7503) and MLSC (7537) columns on the

R1.

Report ID:AOQCDISR2
BU:JUD5& Fiscal Year: 2014

DISTRICT COURT OF MARYLANTD
Monthly Breakdown Fines and Costs

Page No: 1 of 1
Date: 08/29/2014

DC-Monthly Fines & Costs Report

Last Revised: 04/02/2015

Traffic Fines
Traffic Costs
Criminal Fines
Criminal Costs
DNR/MTA Fines
DNR/MTA Costs
Bond Forfeiture
Civil Costs
Local Costs
Miscellaneous

Total Fines & Costs

Page 13 of 29

56757.
13459,
2602.
1307.
130.
90.
3750.
11279.
22.
1729,

91127.50

00
50
50
50
00
00
00
00
50
60
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E. OTC - Central Collection Unit (CCU) Adjustments
District Court Only — Central Collection Unit sends a report to each court monthly of the money collected on
their behalf. All money collected by CCU for Fines and Costs, is recorded by DBF in account 7503. However, in
most cases a portion of the money collected should be distributed to CICF, account 7518. The instructions
below walk you through moving the $35.00, CICF money, from account 7503 to account 7518.

Re-Allocate money from Fines and Costs to CICF

NOTE: Before getting started, review the CCU report to determine if a portion of the money collected should be
allocated to CICF. If so, then follow the steps below to move the 535.00 from Fines and Costs (7503) to CICF
(7518) account.

STEP 1: Create a New Bill

NAVIGATION: Main Menu > Billing > Maintain Bills > Standard Billing

1. The Bill Entry page will display.
a. Click the Add a New Value tab to create a new Bill.
b. Complete all fields with the following:
i. Business Unit: “JUD##”, where ## is your 2-digit county code.
ii. Invoice: Defaults to “NEXT”, meaning the next available bill number will be assigned.
iii. Bill Type Identifier: Enter ‘JCU’.
iv. Bill Source: “ONLINE”, since the bill is being entered online.
v. Customer: “JUD##”, Same as the Business Unit.
vi. Invoice Date: is the current date.
vii. Accounting Date: is the current date.
c. Click the Add button.

Bill Entry

Find an Existing Value

Business Unit: juds4 G

Invoice: MEXT

Bill Type identifie€JCU )

Bill Source: anline (')
Customer: JUD54 &'
Invoice Date: t

= =

Accounting Date: |t

Add

Page 14 of 29
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2. The default tab, Header — Info 1, of the Bill detail page will display.
a. Click the Notes link to add an audit note explaining the reason for the adjustment.

Header-Info 1 (@I RN

Unit: JUDs4 Invoice: MEXT Pretax Amt: 0.00 UsD
Status: MEW & Invoice Date: 03/13/2015 B cyclein:
“Type: JCu Q. spurce: OMLINE G,  *Freguency:
*Customer: JUDs4 & subCust1: ) : SubCust2:
Calvert County District Court
*Invoice Form: NO_PRINT & From Date: EH  ToDate:
Accounting Date: 03/13/2015 E  payTerms: IMMED @  pay Method: Check
Remit To: BOA @ Bank Account: 54 Q
Sales: DEFAULT Q. Bill Inquiry Phone: Q
Credit: DEFAULT & Collector: DEFAULT Q
Biller: DEFAULT Q. Billing Authority: DEFAULT Q
Gg o Header Info 2 Address Copy Address
Ctes ) Exoress Eomn
Summary Bill Search Line Search Navigation: Header - Info 1 v | Prev Mext

3. The Header — Note tab will display.
a. Include the reason for adjustment and case number if applicable.

" Header-Info1 [ Line-Info1 [Bglel ey i

Unit: JUDs4 Bill To: Jubs4 Pretax Amt: 0.00 UsD
Invoice: MEXT Calvert County District Court

Customer Motes

til Header Notes view ANl First KI 1 of 1 X [ast
Standard Note Flag std Note: Q (=l
Internal Only Flag Nole: Type: a

Note Toxt—

———
Move $35.00 from Fines and Costs to CICF . Cask # 6Q00066523 E

Go to: Header Info 2 Address Copy Address
Motes Express Entry I
Summary Bill Search Line Search Navigation:

Header—Nnty

b. Select the: Header - Order Info option from the Navigation: drop-down at the bottom of the page.
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4. The Header — Order Info tab will display.

a. Case Number: Enter number if associated to a case.

Header - Order Info

Header - Info 1 Line - Info 1

Unit: JuDs4 Bill To: JuDs4 Pretax Amt:

Invoice: MNEXT Calvert County District Court

PO Ref: | Freight Terms:

Contract: | Q Ship Via:

Contract Date: Gl @ben |5QUUDEES23 2
Contract Type: PK Slip No: |

OM Bus Unit: Q Sold To: Q

Order No: Q Sold Loc: Q

Order Date: E‘j Ship To: Q

Ship Bus Unit: Ship Loc: Q
Ship ID:

Goto: Header Info 2 Address Copy Address
Motes Express Entry
Summary Bill Search Line Search Navigation: Header - Order Info

b. Click the Line — Info 1 tab to add bill lines.
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a. Anew Bill line will need to be added for the Fine being reduced. Meaning if it is a criminal case

than use RCS-275.

e Table: Enter “ID”.

o Identifier: RCS-275 if a criminal fine. Use the look-up magnifying glass if necessary.

e Gross Extended: enter the amount (-$35.00). All reverse amounts should be entered in

as a negative.

e Click the Refresh button at the bottom of the screen to auto-fill the remaining data.

Header - Info 1 Iﬁiialilﬁ.

Unit: JuD54 Bill Te: JuD54 Pretax Amt: 0.00 USD
Invoice: NEXT Calvert County District Cout =] [E]  pax Rows: 5 [ =

Bill Line Find | View &Il First | 1072 I Last
Identifier Look Up Date: 031312015 | =]
Seq: Line: ;—\ Net Extended: -35.00

Table: ID dentifier: ([res-2s ) @ pescription: DC Criminal Fine Post Trial
Quantity: 1.0000 From Date: [

Unit of Measure: EA Q To Date: E‘j

Unit Price: -35,0000 Line Type: REV Q. [¥Accumulate

Gross Extended: -35.00 Tax Code: @ [C]Tax Exempt

Exempt Cert: | Q

Less Discount: 0.00 xemptte

Plus Surcharge: 0.00

Net Extended: -35.00

VAT Amount: 0.00

Tax Amount: 0.00

Net Plus Tax: -35.00
Goto: Line Info 2 Tax Accounting Discount’Surcharge
Notes Express Entry
Summary Bill Search Line Search Navigation: Line - Info 1 v | Prev Next

B seve | [ Notity | (7t Refresh

Last Revised: 04/02/2015
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b. Click the plus sign * on the right of the Bill Line to add another line.
e Table: Enter “ID”.
o |dentifier: RCS-312 CICF charge code if the case is criminal. Use the look-up magnifying
glass if necessary.
e Gross Extended: Enter amount, $35.00. The amount will be a positive amount.
e Confirm the Pretax Amt: is $0.00 USD. If so — the Bill is balanced.
e Click the Refresh button at the bottom of the screen to auto-fill the remaining data.
c. Click the Accounting link to add the Accounting Distribution information.

Header - Info 1 lliigwa.
Unit: JUD54 Bill To: JUD54 Pretax Amt: m D

Invoice: NEXT Calvert County District Court  [=] (2]  max Rows: E =

Find | View Al First Kl 2 072 17 (st
Identifier Look Up Date: 03113/2015 [ 'l

Seq: 2 Line: Net Extended: 35.00
Table: Q \dentifier: RCS-312 @ Description: DC Criminal CICF

Quantity: 1.0000 From Date: e
Unit of Measure: EA Q To Date: e

Unit Price: 35.0000 Line Type: REV Q  #Accumulate
Gross Extended: ‘ Tax Code: Q [“Tax Exempt
Exempt Cert: | Q

Less Discount: 0.00 .

Plus Surcharge: 0.00

Net Extended: 35.00

VAT Amount: 0.00

Tax Amount: 0.00

Net Plus Tax: 35.00

Goto: Line Info 2 Tax Discount/Surcharge
Notes Exoress Eniry
Summary Bill Search Ling Search Navigation: Line - Info 1 v |Prev  Ned

B) save [Z] Molity | % Refresh B+ Add| 5 UpdatelDisplay
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2. The Acctg — Rev Distribution page will display.
a. Click the “View All” link to complete the Charge Code allocation information for each bill line.
b. Code: Enter R and choose the code that ends with 7503 for the -$35.00 credit for the Fines
charge code (RCS-275).
c. Code: Enter R and choose the code the ends with 7518 for the $35.00 debit for the CICF charge
code (RCS-312).
d. Click the Refresh button. This will auto-populate all the Chartfield values except the Dept field.

 Header-Info 1 )" Line-Info 1 ) [l BTN o]

Unit: JUD&4 Bill To: JUDR4 Pretax Amt: 000 USD B
Invoice: MEXT Calvert County District Court [=] [£]  pax Rows: 5 F [
Bill Line Find | Vie)
Seq. 1 Line: Net Extended: -35.00

Identifier: Description: DC Criminal Fine Post Trial

Bl Creates GL Acct Entries

Bill Line Distribution - Revenue Personalize | Find | Vi
r :
Acctg Information

ST | 4 | "
ool B B First B g or 1 O Laet

" Reference Information | 2K

Approp

Batch
Agy PCA Fund Account Program Humber Approp¥Yr Dept Percenta
Nl [R540107502QQ, JC54|Q, [54010Q, [0001Q, (7503 | Q, [5401 |@ ||as400@, |Av2015Q, | Q |
' i |
Percent: 100.00 Amount: -35.00 Gross Extended: -35.00
Seq. 2 Line: Net Extended: 3500
Identifier: Description: DC Criminal CICF
Personalize | Find | View 20 | B | 3 First B 4 o5 0 aat

Batch Approp

Agy PCA Fund Account Program Humber Approp¥Yr |Dept Percentage
[X] [R543207516Q/ [C54 @ 54320 [3032Q [7518 |Q, (5432 |Q |AS032Q [AY2015Q, | Q, | 100
4| m |
Percent: 100.00 Amount: 3500 Gross Extended: 35.00
Goto Line Info 2 Tax Accounting Discount'Surcharge
MNotes Express Entry
Summary Bill Search Line Search Navigation: Acctg - Rev Distribution h

B save | otity | (2 Refresn |

Page 19 of 29
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e. Enter the Dept ID. The ‘Type’ field you entered on the Header — Info 1 should be entered in the
“Dept” field for all bill lines.

e JCU = Adjustment — CCU

(Header-Info1 7| Line-Info 1 GBS b iy

Unit: JuDs4 Bill To: JuDs4 Pretax Amt: 0.00 UsD 58]
Invoice: MEXT Calvert County District Court [&] [£]  pax Rows: 5 EF =
Bill Line Find | View 1 First
Seq: 1 Line: Net Extended: -35.00
ldentifier: RCS-275 Description: DC Criminal Fine Post Trial

Bl Creates GL Acct Entries

Bill Line Distribution - Revenue Personalize | Find | Vizw A1 | | 2 n H g of g
" Reference Information | |2

Last

i Accty Information

Batch Approp
Code I PCA Fund Account Program Number Approp Yr/ Dept Percentage
=] Q, [cs4/Q [54010Q [o001Q (7502 |Qy [s401  |@ |as400Q [av2015Q [Jcu Q | 100.000
4 | 1 \ /
Percent: 100.00 Amount: -35.00 Gross Extended: -35.00
Seq: 2 Line: Net Extended: 35.00
ldentifier: RCS-312 Description: DC Criminal CICF

Bill Line Distribution - Revenue Personalize | Find | View Al| B | 2 st K 4 of 1
" Reference Information | |[F=2K

Last

i Accty Information

Batch Approp
Code Agy PCA Fund Account Program Number Approp Yr /Dept Percentage
[=]|R543207512Q, |c54 @ [54320Q, [2032Qy [7512 @ (5432 (@ [as032Qy |av2015C) [Jcu sl 100.000 | |
| 1 \ |
N—"
Percent: 100.00 Amount: 35.00 Gross Extended: 35.00
Goto: Line Info 2 Tax Accounting Discount’Surcharge
Motes Express Entry %
j Bill Search Line Search Navigation: Acctg - Rev Distribution v | Prev
)= notity | | 7% Refresh |Ex Add |

f. Click the Save Button.
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STEP 2: Complete the Adjustment Bill

1. Return to the bill Header — Info 1 tab.
2. Status: Change from “NEW” to “RDY” (Ready to Invoice).

Header-Info 1 [@EB (K]

Unit: JuDs4 Invoice: 0003248806 Pretax Amt: 0.00 USD

@ ROY Q" Invoice Date: 32015 [ ycemm

Type: TC QA  source: WO\ *Frequency:

*Customer; JUD54 Q  subcustt: : SubCust2:

Calvert County District Court

*Invoice Form: NO_PRINT Q' From Date: Ll To Date:

Accounting Date: 031312015 B Pay Terms: IMMED Q  pay Method: Check - &
Remit To: BOA Q  Bank Account % Q

Sales: DEFAULT Q Bill Inquiry Phone: Q

Credit DEFAULT Q' Collector: DEFAULT Q

Biller: DEFAULT Q  Billing Authority: DEFAULT Q

Goto: Header Info 2 Address Copy Address

Naotes Express Enfry
Summary Bill Search Line Search Navigation: Header - Info 1 T |Prev MNed

1 Notfy 7 Refresh Ev Al UpdateiDispiay

3. Click the Save button.
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STEP 3: Run the Single Action Invoice Process

For each Adjustment Bill Type, the recommendation is to create a new Run Control, and to save as a favorite if
you find that helpful.

NAVIGATION: Main Menu > Billing > Generate Invoices > Non-Consolidated > Single Action Invoice

1. The Single Action Invoice page will display.

a. Select a Run Control — If this is the first time creating a CCU adjustment invoice, the
recommendation is to create a New Run Control ID, and name it “CCU_Adjustment”. You can
then use this Run Control each time you process a CCU adjustment, by searching for it under the
“Find an Existing Value” tab.

(Reminder: Save as a Favorite if that is helpful)

Single Action Invoice
Find an Existing Value

Run Control 1D: CCU_.ﬂxdjustmenﬂ

Add

Page 22 of 29
Last Revised: 04/02/2015



ﬁEARS

2. The Single Action Invoice Run Control page will display.

a. Complete the following run control settings:

C.

i. Invoice Date Option: enter “Processing Date”.

ii. Posting Action: enter “Batch Standard”.
iii. Range Selection: enter “Bill Type”.

iv. Business Unit: “JUD##”, where ## is your 2-digit county code.

OTC - User Guide Appendix

v. Bill Type: Enter the adjustment bill type used. The example below is a “JCU".

vi. Click the Save button.

Click the small “Bills to be Processed” icon in the upper right of the page to confirm the

number of Bills that are ready to be finalized.

i. Confirm the number of bill in the Blue Bar is what you expected.

ii. Click the Return button to return to the Single Action Invoice run control page.

Click the Run button.

F

B LRTCEEE © Print Options

Run Control ID:

Language:
Selection Parameters

Process Monitor

CCU_Adjustment Report Manager

\ :I Reﬂipie"tls Lﬂnguaﬂe

Run

Seq Nbr:

1

Invoice Date Option

'@ Processing Date

() User Defined

Posting Action
() Do Not Post

@ Batch Standard

Business Unit:

) Invoice ID

Bill Type:

Page 23 of 29
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3. The Process Scheduler Request page will display
a. Select the checkbox for the AOC_MAIN (AOC Circuit & District Courts) Process Name in the

OTC - User Guide Appendix

Process List section.
b. Click the OK button.
ORACLE’

Home | Worklist | MultiChannel Console | Add

Favorites i MainMenu > Biling > GenerateInvoices > Non-Consolidated ° Single Action Invoice

Process Scheduler Request

User ID: lauren.smith

& New Window  [&

Run Control ID: LRV

Server Name: v Run Date: |03/12/2014 [31
Recurrence: - Run Time: W | Resetto Current Date/Time
Time Zone:] = Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
[l  AOC invoicing - GRANTS ONLY AOC_GMBI PSJob ‘(None) + (None)  Distribution
AOC Circuit & District Courts AOC_MAIN PSJob (None) « (None) « Distribution
Ej Pre-process & Finalization BINVCO000 Application Engine Web v TXT + Distribution

G o

4. The Single Action Invoice Run Control page will display.

a. A Process Instance number will display indicating that the AOC_MAIN process has begun.
b. Click the Process Monitor link.

5. The Process List page will display.

a. Review the Process List to see that the AOC MAIN process is running.
NOTE: This is a multi-part process and may take a few minutes to run.
b. Click the AOC_MAIN process name link to see its sub-processes.
c. Periodically click the Refresh button until the status of all sub-processes reads “SUCCESS”.

Last Revised: 04/02/2015
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ORACLE’

Favo‘rites i Mainyenu ] Eilllng » Generate Invoices Non{on_snlidated % Single Action Invaice

Process Detail

Process Name:  A0C_MAIN

Main Job Instance: 195445

Left | Right

F.!_I 195445 - ADC_IMAIN Success
[ 195447 Bl VCEAT Success
[ 195448 - BICURCNV Success
[ 195449 ADC BIPRELD Success

= 195450 LI CCERS
195451 - BILDARD] Success

Return

i. Click both the BIIVC000 and BILDARO1 sub-process.
1. Click the Message Log in the BIIVCOOO process to confirm completion and to
make sure that the correct number of bills were processed.
2. Click the View Log/Trace link and open the PDF file in the BILDARO1 process to
confirm “0” bills were sent to AR.
End of Process to Re-Allocate Amounts from Fines and Costs to CICF..
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F. How to Filter and Sort Query Data Downloaded to Excel
Filtering your downloaded query results in Excel can be a very useful tool to narrow your data further. The data
from the example above will open in Excel:

e Delete the first row so that your column headers become the first row.

“ Hame Insert Page Layout Farmulas Data Reviewr Wiewwr Develaper
j] ‘”‘ Arial Unicode M5 =~ 10 = A" A~ W= -I: - [ Wirap Text Text
Parte F; ’?‘ F U~ L~ - A E XM IEEE SEMerge &Center- | $ - % v
Clipboard - Fomnk = Alignment - Number
a1 - (= fe | SetlD = JUDO6,From Z Date=2014-01-01,To Z Date=2014-10-31
A, =] | =] | D
# o587 I
2 (Uit Date |receipt Mo: Iinvoice
3 | JUDOE O1/02/2014 2333402 ‘0000585020
4 | JUDOE 01/02/2014 2331972 ‘booosss00
5 |JUDOG 01/02/2014 2328352 "bocosesoos
& JUDOS 01/02/2014 2331872 ‘0000585000
7 JUDOS 01/02/2014 23286356 ‘booosesoar
8 JUDDG 01/02/2014 2328322 ‘booosaso10
9 JUDOE o102/2014 2329368 ‘Dooosesgs
10 | JUDOE 01/02/2014 2328362 "DO00SES006
11 | JUDOS o1/02/2014 2azeass ‘boooses006
12 |JUDoE ovozzo14 2azease "Docosesoos
12 | JUDOS 01/02/2014 2333402 ‘booosesoze
14 |JUDos 01/02/2014 2333402 ‘bocosesozo
Home Insert Page Layout Formulas Data Review View Developer

W B T o oo =
8 = Arial Unicode MS 10 A A = W =) Wrap Text Text
o ) R~ —

Faste ¥ B I U~ - O-A- EEE EEE EMergeacCenter $ - %
Clipboard 1% Font . Alignment I Numl
| cs - (® £ | 2329368
} A B c D

1 [Unit |z Date |Receipt No: | invoice

2 JUD06 01/02/2014 2333402 '0000585029

3 JUD06 01/02/2014 2331972 '0000585001

4 JUDOG 01/02/2014 2328352 '0000585096

5 |JUD0G 01/02/2014 2331972 '0000585000

6 JUDOG 01/02/2014 2328635 '0000585037
7 JUD06 01/02/2014 2328322 '0000585010

8 JUDO0G 01/02/2014 2329368 '0000584996

9 JUDOG 01/02/2014 2328352 '0000585096
10 JUDOG 01/02/2014 2328352 '0000585096
11 | JUDO6 01/02/2014 2328352 "0000585096
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e Select the entire table of data by clicking the corner field at Al and then auto fit your columns by double
clicking the column separators. You can search for specific results one of two ways: Filtering or Sorting.

n Home Insert Page Layout Formulas Data Faview Wiew Developer

="

_il Arial Unicode M5 - 10 - A" A" T gl .- = Wrap Text Text

14 e -

PaTLe o fﬂ]! U~ e~ Sy~ - E X M| EE EHuerge&Center~ | % - %
Clipboard H Fant F Aligriment - [ [T0 ]

Al - (= J= | uUnit
A B c D
= Date |recaipt Mo [[rrvoice

2 | JUDOG 01/02/2014 2333402 ‘0000585029

3 | JUDOE ovozzons 2331972 "Boo0saS001

4 |JUDO6 01/02/2014 2328362 "DODOSEE09E

& |JUDOG o1/02/2014 2331972 "boooses000

& |JUDOE o1/ozr2014 2328635 ‘DDO0SBS03T

7 | JUDOE ovoz204 2azeszz ‘booosas010

a8 | JUDOS 017022014 Ba20368 "BOBOSE4S9E

8 | JUDOG 01/02/2014 ZazRasz ‘DOD0EES09E

10 |JuDos 01022014 2328352 ‘booosasoos

11 |JuDos o1/022014 2328382 "DO00SEE09E

e Use the “Filter” option on the Sort&Filter button (Found on the “Home” tab of the Excel Ribbon). Below

is an example of filtering for all transactions where “BL — Issuing Fees” is the description.

n nome aert Page Lyout foomian Dats Tevew Vw Oevecper

:] :'. AcaiUniodeMs = 10 - AT A" T mgl ¥ EEwepten Tet : h; ﬁ @f j- ? .!—I ;
Pte g B LU - 0-A- EER FE Dveseacontn- $-% v 3 fwg_.ﬁ:_‘;“_ fa NN OO 55
l;:mt:o;:u . Fortt * Abgnmend ) Namber . Shytey Celn
Al .= AR
A 8 = ] | E F G H ! J K
1 ; voic ou - |Prod Cox - |Descr [ {8 - No. -
2 JUDOB 01/02/2014 2333402 0000685029 2,00 06010 6466 RCS 3| sortatez 06-00-00
| 3 ‘supoe 01/02/2014 2331972 0000585001 0.8006010 5466 RCS 4] senztoa |06-00-00
| 4 JuD0os 01/02/2014 2328352 0000585006 20006010 5466 RCS Sor by Color » |06-00-00
| 5 'JuDos 01/02/2014 2331972 0000585000 12006010 5466 RCS |06-00-00
| & JuDos 01/02/2014 2328635 0000585037 550006010 5466 RCS |06-00-00
| 7 oupos 01/02/2014 2328322 ‘0000585010  55.00°06010 5466 RCS {06-00-00
| & JuD06 01/02/20142329368 0000584996 550006010 5366  Rcs  (UtEMes * 106-00-00
9 JUDOE 01/02/2014 2328352 0000585096 02306010 8260 RCS Search £! 060000
110 JuDOE 0110212014 2328382 0000885096 03806010 'S466 RCS ) (Select AT) . |08:00.00
11 JUDOS 01/02/2014 2328282 0000585056 68006270 osss RCS ] Appearsrce Fee | 106.00-00
| 12 JuDoE 01022014 2333402 0000885029 0.60'06010 8460 RCS I8 - County {06-00-00
13 JUDOE 01/02/2014 2333402 0000585029 10006010 5468 RCS . |06-00-00
114 JuDoe 0110212014 2333402 0000585029  18.40°06270 9538 RCS e r— {06-00-00
115 JuD0E 01/02/2014 2331972 0000585000 09206010 5466 RCS [JBL - Special Retal Cgavette {06-00-00
16 JUDOG 01/02/20142331972 0000585000  16.83°06270 9588  RCS 18 - State Ucsnse Costs/Penal 106-00-00
17 JUDOS 01/02/20142331972 0000585000 05506010 5460  RCS f%::::’fm |06-00-00
18 JUDDE 01/02/2014 2328980 0000585014 50006010 5466 RCS P ven4r ~ |06-00-00
19 JUDOS 01022014 2328680 0000585014 300006270 9sss RCS ( ] -~ |06-00-00
20 | JUDOS 017022014 2333399 0000585047 300006270 9ses RCS L) (mtencday) |08 00.00
21 |JUDOS 011022014 2333399 0000585047 50006010 G286 RCS-2599 MAMAGE - LICONSA/ADD 06-00-00
22 JUDOS 01/02/2014 2328732 0000685013 10.00'06270 "osss RCS-2601 Marriage - Civil Ceremony 06-00-00
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e Use the “Custom Sort” option on the Sort&Filter button to group your data set by a particular field. The
following sample data set is sorted by “Descr” and then by “Invoice”.

3 Home | Inset  Pagelayout  Fommulas  Data  Review  View  Developer

hl:i_\l

I j " il Uicode S 10 Ay Eg[%] P FiapTet Text ’ ﬁ ﬂ g} E‘
Paste Lj f U v O-Ar EEE E5F WMegetCenterv| § % o 40 Condtional Fomat Cel | Insett
v Formatting = as Table = Styles+ | =
(lipboard T Font fy Alignment fy Number fy Styles

AL v Je | Unit
A B C PN F G H J K

1 Unit -|Z Date ~ [Receipt No: + Invoice .!|Amount + |Produci + Accounl + {Charge Code ~ {Descr ./ \Location + [Case No. -

2 JUD0G 010220141300007071  OOOOSBSCS 100070620 951 LCS-106 Appearance Fee 080000 0RCI0RER2

3 Juoos oumaotéaooooro  Tooosesose q000De20 st ucs-ios Ippearance Fee 060000 DBC1306E52

4 Juoos oiozaoieaooooross  ooosssoes  w000e20 MM Ucs-06 Appearance Fee 080000 0RC103A3

5 JUDos oiozaoiiaoooorose  ooosss wo0em0 Mew o Ucs-os Appearance Fee 080000 0RCI0RER2

§ Juooe oumazotaooooross  oooses7e  t000De2 et ucs-io fppearance Fee 060000  06C1005609

7 JuD06 oiozaoiiaooooross  ooossst7s  w00e0 MM Ucs-0s Appearance Fee 080000 0RCI0RER2

g JuDos oiozaoiiaoonomoaz  ooosss7e w000e20 MM Ucs-06 Appearance Fee 080000 0BCHO5933

9 JuDos oiozaoieaoooomoae  ooosssos0  w000e20 MM Ucs-06 Appearance Fee 080000 0GCOA0S16T
10 JuDos 0um320t4”aonoooont  ooosoests  2000Te2m et ucs-ios Ippearance Fee 060000 DBK1304456
11 JUD06 010320t "a00000003  ooosssste 2000620 MM UCs-i06 Appearance Fee 00000 0BK1304398
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e Use the “Subtotal” button on the “Data” tab to apply functions (average, min, max, count, sum) to data

set columns. For example: From this data set, you want to find the total revenue for all charge codes.

We are asking Excel to return a Sum total for the “Amount” column each time there is a change in the

Charge Code. Note: It is much easier to sort your data set first before subtotaling. Here we sorted by

Charge Code first then applied the subtotal parameters.

“ Home Insert Fage Layout Formulas Data Review View Developer
: £ 5 FEH 3 = [0 Connedtions K Clear E‘E ';- %ﬂ ?ﬂl’l
L% ® =1 b ST A2 1 Yoreappy | D Eﬁ] E'f;\ ? L
From From From From Other Existing Refresh il Sort Filter T Textto  Remove Data Consolidate WhatIf ~ Group
Access Web  Tet  Sources  Connedtions | Al = Ed 7 Advanced | Columns Duplicates Validation ~ Analysis = -
Get External Data Connedtions Sort & Filter Data Tools Outline
Al - fe | unit
Al B ] C [ o | e | F | H [ bk L M N
1 |Unit - |Z Date| - |Receipt No: - |Invoice . |Amount - |Produci ~ [Accounl ~ |Charge Code ~ |Descr 1 |Location ~ |Case No. ~
| 2 [JuDoe ot/02r2014 300007071 0000585057 10.00 06290 9591 UCS-106 Appearance Fee 06-00-00  06C1306552
| 3 [JuDoe ot/0212014 300007072 0000585058 10.00 06200 8591 UCS-106 Appearance Fee 06-00-00  06C1306552
| 4 [suDoe ot/02i2014 300007083 0000585069 100006200 501 UCS-106 Appearance Fee 060000  06C1306353
| 5 [1uDo6 o1/02i2014 300007085 0000585072 100006280 9591 UCS-106 Appearance Fee 060000  06C1306552
| 6 [1uDo6 ot/02i2014 300007088 "D000585074 u = arance Fee 060000  06C1005609
| 7 [JuDo6 ot/022014 1300007089 ‘D000585075 Subtotal s Fee 06-00-00  06C1306552
| & |JuDos ot/0272014 1300007092 "BO00585078 ) e Fee 060000  0BC1105833
| 9 [JuDoe ot/0212014 1300007004 0000535080 At each change in: e Fee 06-00-00  0GCOS05167
| 10 [JUDOG 01/0312014 400000001 0000595914 Charge Code e Fee 060000  06K1304456
| 11 |JuD08 0110372014 1400000003 "DO00595916 Use function: e Fee 060000  DBK1304338
| 12 [JUDOB 01/0312014 400000007 0000595927 _s g Fee 06-00-00  06C1406553
| 13 [JUDOG 01/03/2014 1400000008  "D000595928 o e Fee 06-00-00  DBC1406553
| 14 |JuDos 0110372014 1400000011 "Do00595930 Add subtotal to: s Fee 060000  0BKOT03559
| 15 [JUD0G  01/03i2014 1400000017 "D000595936 | |[C]receipt No: s Fes 060000 06C1306370
| 16 [JUDOG 01/03/2014 1400000020 "D000595939 [I1nvoice 1 e Fee 06-00-00  DBC1306539
| 17 JJuDos  o1/03i2014 1400000021 "Bo00595940 | %E;m_| e Fee 060000  0BC1306502
15 [JUDOG 01/03/2014 1400000024  'D000595843 ]P“’ et T e Fee 060000  D6C1306521
] - Account
| 19 |JUDOE 01/03/2014 1400000026 'DO00595945 [ Cherge Code e Fee 060000  0BCO103350
| 20 |JUDOE 0110372014 1400000028 "DO00595948 | e Fee 060000  DBC1406553
| 21 |JUD0E 0110372014 1400000030 "BO00595949 [7] Replace current subtotals e Fee 060000  DBC1406553
| 22 |JuDos 0110672014 1400000037 "DO0DG0B3E0 I Page break between groups e Fee 060000  DBC1408554
|| 23 [upos  ot/06/2014 1400000033 "D000G0E3ET | 7 summary below data e Fee 06-00-00  DBC1406554
| 24 [JUD0OG 01/06/2014 1400000038 "D00DG0B3E2 | ance Fee 06-00-00  DBC1406554
| 25 [JUDOB 01/06/2014 1400000040 "D00DG0B3E3 | I Remave Al l [ o ance Fee 060000  DBC1306533
| 26 [JuDos 010672014 1400000041 "Bo00G0GIG = ance Fee 06-00-00  DBC1406554
| 27 |JUDO6 0110672014 1400000043 "DO0DG0B3E6 T T ance Fee 060000  DBC1406554
28 [JUDOS  01/06/2014 1400000044  'DO0DGOB38T 10.00 06290 8591 UCS-106 Appearance Fee 06-00-00  0GC1406554
[Tan liwimne  namronne s Bannnnnnas Fannnrnnann an nnFarann Frna Hee e Ammemem——— Faa Ar AR AR ArFmAnAREAs
Home Insert Page Layout Formulas Data Review View Developer
= X e Wl = = ] ]
) L walniodeds -0 < LS g% ¥ SiWmpTet Text . L %}j _’;Ld o
B e "
Paste m Iu- - A EEE b @Merge&&nter' $ - % o+ %08 Condtional Format Cell | Insert Delete
v f — Formatting * as Table = Styles + v v
Clipboard & Font 3 Alignment 3 Number 3 Styles Cells
AL . fe/ unit
[1]2]3] A B o D E F G H J K
1 [unit - [Z Date - [Receipt No: + [Invoice. .| [Amount + [Produci - [Accouni + [Charge Code - [Descr .1 [Location ~ [Case No. ~
[ [ - | 2 JuDD6 01/23/2014 2387765 ‘0000695031 §11,137.50 06010 5469 RCS-104 LR - Non-Resident Tax Withhold ~ 06-00-00
B $11,137.50 RC5-104 Total
« | 4 loupoe 01132014 2362616 "b000643162 sso0'e030 235 RCS-107 LR - Certiied copies 06-00-00
5 JUD0S 0141320142362616 "bo00g43162 s500e030  Bo3s RCS-107 LR - Certfied copies 06-00-00
6 [JUDDG 01132014 2362616 "b000643162 sso0'e030 235 RCS-107 LR - Certiied copies 06-00-00
7 JUD0S 01132014'2362616 "bo00s43162 ss00e030  TBoss RC3-107 LR - Certfied copies 06-00-00
[ | r. . N
8 |JUDDG 011372014 2363547 ‘000643167 50006030 6235 RCS-107 LR - Certfied copies 06-00-00
9 $25.00 RCS5-107 Total
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